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8 Novenber 1951
SMORANDUM TO: ATL ADMINISTRATIVE OFFICERS AND TIME AND ATIENDANCE CILERKS
SUBJECT . Preparotion of Agency Form 3h-h2, "Time and Atlendance
Revort end Pay Roll Change 81ip", and Related Deta.
REFHRENCE : "Time, Leave and Pay"

1. Tt secms appropriate to request that personnel for whom you
meintaln Time and Attendauce Reports be advised to refer their questions
o vou firvst for answer. This will eliminate, to a large extent, come
of the many roubine calls to the Payroll Dranch, Fiscal Division. IT
possible, it is desirad that you answer the employce's question, haged
upon the general information thal has been Turnished you; however, ir
you are not certain of the corrcet answer, and desire to contact the
Payroll Branch for clarificatlon, this memorandum is in no way to be
interpreted as an objection to your calling that Brench for assistance
in obtaining the appropriate answer.

n. Ieave transcripts from other agencles do not always reach
this Office as rapldly as they should. Until auch time ag a transcript
is recelved in the Payroll Branch, the leave rccords reflect only the
amount of leave to the employee's credit since his date of entrence
on duty with this Organization. In order not to inconvenlence the
omployee, and because of insufficlent +ime to trace the leave tran-
script, up to ten actusl working days of sick end/or annual leove will
be honored For Those employees in whose cases 1t has been established
that leagve is to be transferred from another agency. In such cases, a
statement must be submitted by the employee attesting Thatl he~hag Q

mufficlent smount of leave avallable and the Tarie of the Governmenty
acency, with address, from which the leave will ve transferred, Huch
statoments must be approved py oifice chiefs, or their deslznated

Toprosentatives, end attached to the Time and Kttendance Report on
which the leave is reportcd. '

3. vYour attention is invited to the necessity of cooperating in
meeting the deadline for the recelpt of the Time and Attendance Reports,
It is mondatory that all reports bgmgrepared with the u@gpst pfeggution
and delivered by hand to Room 1710, Grarters Byc, o insure their
srrivel In the Poyroll Branch ror Tandit not doter than 1000 hours on
The Mondey Following tne close of the reporblng period,

k. Tepulations require Time and Attendence Reports to be nosted
daily. Experience has Proven 1t advisable to prepare a Leport for each
empioyee at the begimming of each pay pveriod. The dally posting will
be necessary only for those employecs who take leave, perform night
duty, or work compensatory time, overtime, or on a holiday. In this
way, the Reports will reflect at all times the status of the employee on
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any day during the pay period. Inspections may be made to determine
that these records are maintained on a daily basils.

5. As the Organization grows, it becomes more and more dAlfficult
to meet the pay roll deadline established by the Treasury Department,
and requirements can be complied with only 1f the Time and Attendance
Report for each individual is received by the Payroll Branch within
the time limit set forth in Parsgreph 3. A log is maintained in the
Poyroll Branch showing the hour and date Reports are received (from
cach reporting unit. Whencever Reports ere not dellvered within the
specified time it may be necessary to stop salary payments to the
employces for whom no Reports have been received. The extreme impor-
tance of observing the time limitations of having Time and Attendance
Reports in the Payroll Branch by 1600 hours on the Monday following
the close of the fourteen-day reporting period must be stressed.

6. Salary checks will be distributed by the Payroll Branch
o the officially designated Payment Clerks of the office in which
employees are assigned. A pay roll list containing the names of
employees will accompany each group of checks. The signed pay roll
lists, cvidencing receipt of checks and delivery to the listed
employees, must be returned to the Payroll Branch by the close of
business the second workduy following delivery of the checks to the
Payment Clerk, Undelivered checks, accompanled by a memorandum stating
the reason for non-delivery, must be returned at the same time., It is
understood that, by virtue of nccessity, certain cases may requlre
special handling with regord to the delivery of an individnal pey
check. In such instances, the detoils of the dellvery may be worked
out by the employee involved and the Poyroll Branch with the knowledge
and concurrence of the office in whilech the employee is working. The
Payment Clerk must exercise extreme care in the hendling of checks in
order that they may not become lost end to insure that sccurlity is
not violated.

7. In the event an euployvee will be ebsent from duty on pay
day and 1s unable to pick up his checl, he may, if he desires, have
the check meiled to him. A memorandunm must be subnitted through
appropriate channels to the Payroll Drench requesting that the check
be mailed, ineluding meiling inctructions to he followed. Should
the employee desirve to have hils check Porwarded vie other than ordinary
postal delivery (i.e., by air mail or special deliverv), the required
postage should he forwarded withh the memorandum. Fmployecs should
discontinue sending ctamped, self-addrcssed cnvelopes since choecks
are mailed in Treasury Departuent envelopcs.

8. To aid in the execution of Time and Attendance Reports,
and to facilitate your work in connection with this function, there
are attached instructions for the Preparation of Agency Fom 342,
"nime and Attendance Report and Pay Roll Chenge Slip". TFor further
information with respect to Agency policies and instructions concerning
Time, Leave and Pay, refer to STATINTL

Approved For Release 2003/08/05 : CIA-RDP78-04718A000500190058-5

-0



Approved For Relggse 2003/08/05 : CIA-RDP78-04718A00Q§00190058-5

9, Effective the beginning of the pay period ;t‘ollowing )
recelnt of this memorandum, BAgency Form -2 will replace k:.f;and"_a:.ld
Form 1130, "Time and Attendance Report". A small supply of Poxms
ah.ho is enclosed. A requisition for a further supply should be
airc':cﬁaed to the Procurement Offlce. Surplus gtandard Forms 1130
may bBe returned to stock.

/s/ ¥, R. SAUNDFERS

Comptroller

inclosures
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